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Who should use this guide:  

• Providers and jurisdictions who have already onboarded to the COVID-19 vaccine program. 

• You have added flu vaccines to your location or locations. 

• You are ready to log flu vaccine stock status to display on vaccines.gov. 

• You want to log data using the flat file upload method.  

 

Note: Providers and jurisdictions are not required to report on-hand inventory doses of flu 

vaccines. Locations that carry flu vaccines are encouraged to report stock status (in stock, out of stock). 

Please update flu vaccine stock status at least every two weeks.  

 

Visit https://vaccines.gov/covid-provider-resources for more training videos and guides.  For support, 

contact the CARS Helpdesk at CARS_HelpDesk@cdc.gov or 1-833-748-1979 (M-F, 8am – 8pm ET). 

Step-by-step instructions 

Login  

1. Login to your COVID Locating Health account at https://covid.locating.health/login. 

 

Login tips:  

● Your username is the email address you 

used to register for VaccineFinder. 

● If you forget your password, click the 

“Forgot password?” link to reset your 

password. 

  

https://vaccines.gov/
https://urldefense.com/v3/__https:/vaccinefinder.org/covid-provider-resources__;!!NZvER7FxgEiBAiR_!9WYrstVj3DlM3fUEx3aLjoggplVQqHpWP7nLJXHDh6u03h4AptOvL6jHFh6KxwzSxb5tWzC7au6S$
https://covid.locating.health/login
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Download your template file 

2. Select the Other Vaccines tab from the navigation bar at the top of the page, then select 

the Upload File tab.  

You will see the screen below.  

 

 

 

Get your inventory spreadsheet 

3. Download an inventory spreadsheet.  

The first time you view this page, you will only see “Blank template”. After you upload your 

vaccine stock status, you will be able to access it again through the “Your most recent file” 

button. Either can be used to update and submit new vaccine stock status. We encourage you to 

update flu vaccine stock status for your locations at least every two weeks.   

 

Select either Blank template or Your most recent file. 
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File template tips:  

● Both templates will download as a CSV file.  

○ The blank template will have the name of your organization and the date in the file 

name; other-vaccine-inventory-template_YYYY-MM-DD.csv 

○ Your most recent file will have the file name other-vaccine-inventory_YYYY-MM-DD.csv 

● Both templates will prepopulate with all the locations in your organization. Any new locations 

added after you have setup your account will automatically appear in the template files.  

● Each row of the file represents a single NDC at a unique location. For locations administering 

more than one vaccine, they will have a different row for each NDC they administer. 

● The “Blank template” will download with all location data pre-filled, including any NDC selected 

during provider setup or added through the manual “Add Vaccine” form. The Blank template will 

download with <Enter Yes or No> in the In Stock column for all NDCs and locations.  

● The “Your recent file” template will download with all location data pre-filled, including any NDC 

selected during provider setup or added through the manual form. The file will have your last 

reported stock value prefilled in the In stock column. 

Blank template:  
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Most Recent Inventory:  

 

 

Update your vaccine stock status 

4. Fill out the In Stock column  

If you have flu vaccines available to the public, mark “yes” in the In Stock field. If you do not have 

flu vaccines available to the public mark “no” in the In Stock field. See below for how flu vaccines 

display on vaccines.gov.  

 

Flu vaccine display tips:  

In Stock 

• No dose quantity level data is collected or reported for flu vaccines.  

• Stock values will not be reported to the public by manufacturer. Vaccines will be grouped into 

four searchable categories. If any vaccine in a searchable category is in stock at a location, that 

group will show as in stock on vaccines.gov. See below for how flu vaccine NDCs will grouped 

on vaccines.gov: 

o Flu Shot: all non-high dose quadrivalent 

shot NDCs (Afluria, FluLaval, and Fluzone) will be 

grouped together under the searchable name “Flu 

Shot”.  

o Flu Shot (egg-free): all egg free NDCs 

(Flublock and Flucelvax) will be grouped together 

under the searchable name “Flu Shot (Egg Free)”. 

o Flu Shot (65+, high-dose or adjuvanted): 

all high-dose and adjuvanted NDCs (Fluzone High 

Dose and Fluad) will be grouped together under 

the searchable name “Flu Shot (65+, high-dose or 

adjuvanted)”. 

o Flu Nasal Spray: FluMist nasal spray will be 

searchable under the name “Flu Nasal Spray”.  
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Supply Level 

• Supply Level is an optional field. It does not currently display to the public on Vaccines.gov but it 

may display in the future. Supply level provides the consumer with an estimate of how long you 

expect the vaccine supply to last at your location. Acceptable values are:  

o NO SUPPLY 

o LOW (<24 hours supply) 

o MEDIUM (24-48 hours supply) 

o HIGH (>48 hours supply) 

 

5. Save the changes to the file.  

Tip: save the file to your desktop so that it is easier to find to upload.  
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Upload your file  

6. Select the “Browse” button in the box labeled Step 3 on the Upload File screen.  

Navigate on your computer to find your file, select it, and click “Open.”  

 

 

 

7. Select the file that has now appeared and press the “Upload” button. 
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8. Check that your file was successfully validated.  

If there are no errors, the file will upload successfully and you will see a green Success! screen. 

You will be able to see how many records were updated. The new stock values will be visible on 

vaccines.gov within 5 hours.  

 

 

 

If the file contains errors, the upload will fail and you will see an error message with details about what’s 

causing the error. Once you have updated the file, press “Try Again” to upload the new file.  

Common errors: 

● Unsupported values for the In Stock field. Supported 

values include:  

o Yes 

o No 

o <Enter Yes or No Here> 

● Missing required fields. Required fields listed below:  

o VTrckS Pin or Provider ID 

o NDC 

 

 

 

 

Tip: If there has not been a flu vaccine inventory update for the site in over two weeks, a site set to 

public display will show as "call to confirm" instead of showing the normal in stock or out of stock 

status. 
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Congratulations, you have now reported your inventory!  


